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Lesson 1: Faculty Preparation 

Best Practices in Media 

While in Manage Files, review the size of all files such as PDFs, audio files, video files, 

images, and PPTs. Very large files take time to download and will inhibit the optimal 

performance of your course. Listed below are some best practices when utilizing media 

in an online learning environment and suggestions on how to optimize your course 

materials: 

 

1. PowerPoint Files ï the maximum size of a PPT should not exceed 3MB. If you 
see PPT's in your Manage Files larger that 3MBs, please let us assist you. 
Simply saving the PPT in a PDF format will cut the size in half.  

2. Video Files ï Video files should not be longer than 30 seconds or larger than 
1500KB and they should not be stored within the learning environment. All videos 
should be stored on the university's streaming media server and linked into the 
learning environment for optimal viewing by students. The advantage of the 
streaming media server is that once the students access the video, it is streamed 
to them continuously instead of them having to wait for the entire video to 
download before viewing. The media server is very efficient and designed to 
support multiple users at any given time.  

3. PDF Files ï the maximum size of a PDF should not exceed 3MB. If you see 
PDF's in your Manage Files larger that 3MBs, please let us assist you.  

4. Audio Files ï Audio files should not be stored within the learning environment as 
it is not efficient for students to download audio files. We have the ability to 
convert audio files into streaming audio format or MP3 format. Audio files should 
below 60 seconds in length and 1500KB in size.  

5. Image Files ï Photos can be significant space hogs if not properly scanned and 
sized. You may have several types of image files within your course: 

1. Photos: Most jpg files should not exceed 114KB if placed within a PPT and 
150KB if placed within a Web Page.  

2. Line-art/Text: Most 'png' or 'gif' files should not exceed 75KB if located within a 
PPT and 85KB if located within a Web Page. 

 

If you have any questions, or need assistance to optimize your files, please email us at 

springboardhelp@uakron.edu 

 

  

mailto:springboardhelp@uakron.edu
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Lesson 2: Browser Requirements 
 

It is essential that you use a fully supported browser and meet basic system 

requirements in order to ensure satisfaction with your Springboard!  courses.  The table 

below describes the supported browsers and system requirements for SpringBoard! 

Supported Browsers 

 

System  Supported  Recommended  

Windows 

 Internet Explorer 7.0 and 8.0 
 FireFox 3.5 and 3.6  

 

 Internet Explorer 8.0 

 Firefox 3.5 

  

Mac 

 FireFox 3.0, 3.5 and 3.6  
 Safari 3.1 and 4.0  

 

 FireFox 3.0 

  

Mobile Web 

 iOS 3 and 4 (Safari) 
 Android 1.5 and 2.1 
 Blackberry 6 
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System Requirements 

 

Component Required Recommended 

Operating System 
 Windows 98 or higher  
 Mac OS X  

 Windows 98 or higher  
 Mac OS X  

Video Resolution 
800x600 (minimum)  1024x768 or greater 

Internet Speed 
56K modem (minimum)  56K, DSL, or cable modem 

Sun Java Runtime 

Environment v1.4.2_xx (minimum) 

JRE v1.5.0_11 (version 

5.0_11) 

Java Script 
Enabled 

  

Cookies 
Enabled 
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Browser Settings in Internet Explorer 

To change settings in Internet Explorer 6.0:  

ü From the menu bar, select Tools 
ü Click Internet Options 
ü Move the cursor to the center frame area, Temporary Internet Files 
ü Click on Settings 
ü In the top frame of the dialog box select the radio button Every visit 
ü Click OK. 
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To change settings in Internet Explorer 7.0: 

ü From Internet Explorer click the arrow to the right of the Tools button 
ü Select Internet Options 
ü Make sure you are positioned on the General tab.  Click the Settings button 

in the Browsing History section 
ü In the top frame of the dialog box select the radio button Every visit to the 

page 
ü Click OK 

 

                         
 

 To enable Java in Internet Explorer 6.0: 
 

ü From the menu bar, select Tools 
ü Click Internet Options  
ü From the tabs at the top of the panel, select Advanced  
ü Under the Settings listings, locate Microsoft VM or Java VM  (May vary 

depending upon version) 
ü Click in the Java console enabled box 
ü Click in the Java logging enabled box 
ü Click OK 
ü Restart the computer if the Java console-enabled box has been checked. 
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To enable Java in Internet Explorer 7.0: 
 

ü From Internet Explorer click the arrow to the right of the Tools button 
ü Select Internet Options 
ü Click the Programs tab 
ü Click Manage Add-ons 
ü Highlight Java Plug-in 
ü Under ñSettingsò click Enable 
ü Click OK, then OK again 

 
To enable Java Scripting in Internet Explorer 7.0: 
 

ü From Internet Explorer click the arrow to the right of the Tools button 
ü Click the Security tab 
ü Click the Custom Level 
ü Scroll to the ñScriptingò section of the list.  Click Enable 
ü Close and restart your browser   

 
 

 
  



SpringBoard! Creating Content    The University of Akron 

Ver. 2011.02.14 Page 9 pstrain@uakron.edu 

Browser Settings in Netscape 

To enable Java in Netscape: 

ü From the menu bar, select Edit 
ü Click Preferences  
ü In the left-hand pane, go to Advanced  
ü In the right-hand pane, click the Enable Java box 
ü In the right-hand pane, also click the Enable JavaScript box 
ü Click OK 

 

 

 

To change the cache setting in Netscape:  

ü From the menu bar, select Edit 
ü Click Preferences 
ü In the left-hand pane, go to Advanced 
ü Click the "+" to the left of Advanced 
ü In the expanded tree, select Cache 
ü Select the radio button marked Every Time 
ü Click OK 
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Browser Settings in Firefox 

To enable Java in Mozilla Firefox: 

ü From the Firefox menu, select Preferences 
ü In the left-hand pane, click Web Features 
ü Make sure the Enable Java and Enable Javascript checkboxes are selected 
ü Click OK 

 

To change the cache setting in Mozilla Firefox:  

ü From the Firefox menu, select Preferences 
ü Click of the Privacy button and click arrow next to Cache 
ü Click on the Clear Cache button then enter 0 (zero) KB of disc space for the 

cache 
ü Click the OK button 
ü Quit and restart Firefox  

Browser Settings in Safari 

To enable Java in Safari: 

ü From the Safari menu, select Preferences...  

ü Select the Security icon.  

ü Check the "Enable plug-ins", "Enable Java" and "Enable JavaScript" 

checkboxes.  

ü Reload the current page 

To clear the cache setting in Safari: 

ü Open Safari.  

ü From the Safari menu, choose Empty Cache  

ü In the warning dialog that appears, click on Empty  

ü Visit the site again (by clicking the Visit button in iWeb) or reload the page in 

Safari  
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Lesson 3: Access Your Course  
 

Log In to Springboard! 

 Go to http://springboard.uakron.edu.  

 Login using your UANetID and password. 

Left side of the screen: 

 

 

 

 

 

Navigation bar 

Locker ï work area for 

students to store files 

Each of the boxes (Welcome, 

Updates, Events, etc.) are called 

widgets. 

http://springboard.uakron.edu/
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Right side of screen: 

 

 

 

                             

Access the Pager tool 
Indicates you have a 

new message 

Always logout of the system 

when you are finished. 
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Modify Preferences 

1. The ñMy Home Pageò is visible.  This page provides access to the courses 

you are teaching/enrolled in as well as news, preferences, calendar, and 

email .   Click the My Preferences link (located in the upper left corner). 
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2. Select Appear Offline which is useful if you are working online but donôt 

want to respond immediately to pages or emails. 

3. You may also modify your font (for your view only).  

o Use the drop-down lists to select a font type and size 

o Click Save 

o The Preview box displays a sample of your new font setting 

 

4. If using a screen reader the Navigation bar auto-refresh should be 

turned off. 

 

                  

Turn off if using a screen 

reader. 
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Tip ï  If you have do not 
have much experience with 
the Discussion tool, then 
you may want to revisit this 
area after you have become 
more familiar with it in order 
to determine your ideal 
preferences. 

5. Click the Discussions tab to change Discussion preferences.   You can 

change the following discussion preferences:  Discussion Topics Frame, 

Search Bar, Search Bar Type, Topics List Type, View Type (Threaded, 

Not threaded). 

 

 Click the radio buttons next to your 

selection 

 Use the droplist to select a view type 

 Click Save 

 

 

 

. 
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6. Click the Email tab to modify email settings. 
7. To create an email signature that will display automatically at the end of 

messages sent from your email account:  
 Type your email signature in the text box (include your name and any 

important contact information) 
 Click Save  
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8. Click the Paging tab to limit or expand the number of search results you 

see for each tool. 

 Use the drop-down list to select the desired value   

 Click Save 
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Tip ï  If the pager icon is 
Off, you will still receive 
incoming pages.  However, 
you must check for pages 
manually by clicking on the 
pager and selecting from 
the list. 

1. Click the Pager tab to receive visual notification when someone pages you and 

select your pager sound. 

 Turn the pager icon on or off 

 Choose a pager sound from the options 

 Click Save 

 You will hear the sound the next time you 

receive a page 
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Course List 

In the center of the page you will see all courses that you are enrolled in as faculty or 

student.  If a course is missing from this list contact the Springboard! headquarters at 

springboardhelp@uakron.edu.  

  

Select your course from the course list. 

 

 

 

  

mailto:springboardhelp@uakron.edu
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Lesson 4: News 
 

The News tool can be used to communicate updates, changes, and new information to 

your course participants quickly and effectively. The News tool is located in the middle 

of the course home page. Since this is the first page that the student will see when they 

enter the course, the News tool is a great way to display pertinent information for your 

course. 

 

The News tool can also be updated regularly with: 

Å Pictures, quotes, news stories, etc. 
Å URLs which may be of general interest 
Å Online agendas outlining online weekly activities 
Å QuickLinks to various updated areas of course site (new content, survey, 

quizzes) 
 

Because News is typically the first thing that a student sees upon logging into the 

course, it is recommended that News be updated regularly to keep students 

engaged in the course. 
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Create a News Posting 

1. Click the Add button at the top of the News widget (on the course home page).. 

                 

2. The New Item page displays.  Type the posting headline in the Headline field. 
3. Type your posting text in the Content field. You can also use the HTML Editor 

, Spell Check  and Preview  icons to create text in HTML format and 
check it. 

4. Select the posting availability date using the Start Date and End Date drop-down 

list or by clicking the Select Date icon  beside the drop-down list. 
5. By default, the date will not appear beside the headline. If you want the date to 

appear by the headline, select the Show Start Date checkbox. 
6. If you want to specify a removal date for your news posting, select the Remove 

News Item based on End Date checkbox and specify an end date. (Course 
instructors and administrators will still be able to see the posting after this date, 
but it will be invisible to course participants.) 

7. To add an attachment, click the Browse button in the Attachments section, 
locate your file and click Open.  
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8. Click Save. 
 

Your news posting appears on the course home page on the date that you selected. If 

you selected Show Start Date, the date of the posting appears beside the headline. 

  

You can cut and paste from 

Microsoft Word and all 

formatting will be retained. 
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Lesson 5: Learning Tools Overview 
 

 

You will find several tools listed in the navigation bar of your course.  Seven key tools 

are summarized in the chart below. 

 
Seven Fundamental Learning Tools 

 

Tool Definition 
 
Classlist 

 
Provides a list of students currently enrolled in your course. The Classlist is 
automatically updated from our PeopleSoft system.  

 

 
Content 

 
Main delivery point of course content. Divided into Modules and Topics of 
content you have created. Access to documents such as Word, Excel, 
PowerPoint, movie or audio files, and links to the other course tools can be 
placed here.  

 

 
Dropbox 

 
Individual learners and groups can submit assignments to various 
dropboxes within a course. Assignments can also be downloaded with 
appropriate naming conventions as a zip file for offline review. Instructors 
can instantly email all learners that have not submitted their assignments.  

 

 
Quizzes 

 
Questions of various styles and difficulty levels can be created, stored, and 
organized into a consolidated question library. Instructors can randomize 
their questions, edit quizzes one at a time, preview and grade students' 
attempts.  

 

 
Email 

 
A fully featured email system . 
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Discussions 

 
Used for online discussions between you and your students or 
between groups of students. After setting up a Discussion Forum 
(major categories), you can create individual topics within the forum 
for discussion. Students can post messages in a 'threaded' 
discussion. Students can also attach documents to their messages 
making the Discussions tool an excellent place for students to work 
on group projects.  

 

Grades  
Allows you to establish a sophisticated online grade book. Items in 
the grade book can be tied to other tools such as the Dropbox and 
Quiz tools so that a grade entered in one of these tools is 
automatically updated in the grade book. Question items from the 
Quizzes tool such as multiple-choice, true/false, matching, ordering, 
etc. can be set to grade the items automatically and then update the 
grade book.  
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Lesson 6: Manage Files 
 

The Files tool is the file management system for your course. We  recommend that you 
create folders and sub-folders to organize your files.  Then, you will use the uploaded 
files to create the content modules for the course. 
 
Access the Manage Files area by clicking the Edit Course link on your course 
navigation bar, then click Files. 
         

                       
 

 

 

 

  

Click Edit Course to 

access the Files area. 

Click Files 
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Create a New Folder 

1. Select the Edit Course link. 
2. Select the Files link. 
3. If you are creating a sub folder, click the folder name where you want to add a new 

folder.   
 

 
 

4. Click the New icon  in the navigation bar on the right side of the page. A pop-up 
displays. 

5. Type the new folder name and click OK.  
 

 
 

6. The new folder appears in the directory structure on the left side of the page, in the 
location where you chose to create it. 
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Delete a File or Folder 

 
1. Select the Edit Course link. 
2. Select the Files link. 
3. Select the checkbox beside the file or folder that you want to delete. 

4. Click the  icon in the navigation bar. 
 

 
 

5. Click OK in the confirmation message.  
 

 
 

6. The selected file or folder is deleted. 
7. To delete multiple files or folders, select the corresponding checkboxes beside 

the files or folders and click the Delete icon. 
 

  




































































































